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19. 105

SICK/INJURED WITH PAY AND SPECIAL LEAVES

Ref er ences:

Procedure 12.830 - Donated Ti ne

Procedure 19.107 - Famly Medical Leave Act
Procedure 19.130 - Limted Duty Personne

Procedure 19. 140 — Qutsi de Enpl oynent

FOP/ City Labor Agreenent

AFSCVE/ City Labor Agreenent

City of Gincinnati Personnel Policies and Procedure
St andards Manual - 22.2.1, 22.2.4, 22.3.1, 53.1.1
Training Bulletin #142

Defini tions:

Bl oodbor ne contam nant: any bl ood, any body fluid
whi ch visibly contains blood, or any body fluid in
which it is difficult or inpossible to tell if it
cont ai ns bl ood, such as senen, saliva, or vagina
fl uids.

Active Exposure: an active bl oodborne infectious

di sease exposure as a contami nation incident
specifically to the eye, nouth, interior of the
nose, intact/non-intact skin, or other nucous
menbrane, with blood or other potentially infectious
materials which result fromthe perfornmance of an
enpl oyee' s duti es.

Passi ve Exposure: an exposure to a |life threatening
i nfecti ous di sease, generally considered to be viral
hepatitis and human i nmunodefici ency virus which are
ai rborne or bl oodborne but not to an area defined as
an active exposure. The nere presence at an exposure
scene or conduct with a body or other body fluid is
not necessarily and exposure. Even contact wth

bl ood or other body fluids is not necessarily an
exposure. The contact nust be within the categories
outlined in the Information Section.

Met hods of bl oodborne infectious di sease exposure:
* A puncture, laceration, or abrasion of the skin.

* A splash or spitting into the eye, nmouth, or
interior of the nose.

« Contact with broken skin including rashes,
chapped skin, open wounds, or healing wounds with
scabs.

e A human bite.
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19. 105

e Contact with intact skin in excess of three
m nut es.

Pur pose:

Provide EHS with each enpl oyee's health history,
enhancing their ability to provide the enployee wth
proper nedi cal care.

Ensure necessary docunentation of sickness and
injury cases.

Establish a uniform Departnent procedure for
recordi ng and reporting personnel injured or exposed
to infectious disease in the |ine of duty.

Est abli sh guidelines for requesting a special |eave
of absence.

Pol i cy:

City Primary Care Physicians speak for the Enpl oyee
Heal t h Servi ce when the Enpl oyee Health Service is
cl osed. Enpl oyees nust follow all nedica

di rectives concerning duty status established by the
treati ng physician.

SWP shoul d not be approved unl ess the enpl oyee has
properly reported and fully justified the absence.

Oficers who are injured with pay or in any off-duty
sick status are not permtted to work outside

enpl oyment details. This includes any type of | eave
(vacation, holiday, conpensatory) taken under the
Fam |y Medical Leave Act. O ficers nmust call on
track and physically report for their tour of duty
bef ore becom ng eligible to work an outside

enpl oynment detail.

| nf ormati on:

Injured with pay (IWP) benefits may be initially
approved for paynent by the Enployee Health
Services' (EHS) physician, or by the Police
Departnment, subject to final reconmendati on and
approval by the EHS physi ci an.

District/section commanders will approve or
di sapprove sick with pay (SWP) benefits.

Personnel Section may request the EHS physician's
opinion in considering the decision to approve or
di sapprove SWP benefits.
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Departnent enpl oyees may also refer to the Personne
Policies and Procedures, Chapter |11, Enployees
Benefits, pages 3-12 for additional information.

Di sagreenents with the determ nation of |WP, SWP, or
FMLA status are handl ed according to current

Cty/ Departnent policy and procedure and/or current
Uni on contract stipul ations.

The current Form 91SP and checklist for conpletion
is avail able on the Intranet.

Pr ocedur e:

A. Responsibilities of Departnent Enpl oyees Unabl e
to Appear for Duty Because of Sickness or
I njury:

1. As soon as possible before the start of the
next tour of duty, notify a supervisor from
the assigned unit. (Refer to Procedure
19. 107 for |eaves falling under the
provi sions of the Fam |y Medical Leave Act.)

a. Provide the supervisor wth:

1) The specific nature of the illness
or injury.

2) How |l ong you expect to be off duty.

3) Wiether you called or will call a
physi ci an or denti st.

4) The tel ephone nunmber where you can
be reached, if different than the
t el ephone nunber on record at your
unit of assignnent.

5) Notice of court appearances, off-
duty details, neetings, public
appear ances and training dates that
may need to be reschedul ed.

b. Contact EHS when directed by a
supervi sor.

c. Conmply with any request fromthe Police

Departnent or the EHS physician to
respond to the EHS offi ce.
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d. EHS will provide the injured enpl oyee
wth a Form 96-S foll ow ng the nedica

exam nation. The Form96-S wll [ist
duty restrictions determ ned by the EHS
Physi ci an.

1) The enpl oyee nust give the Form 96-S
to a supervisor upon return to duty.

a) The supervisor wll conpare the
enpl oyees duties to
Cl assification of Physica
Demands of Wbrk listed on the
reverse side of the form
conpl ete the bottom portion of
the formand fax a conpl et ed
copy to EHS within 24 hours.

2. \Wien the condition inproves allow ng a
return to duty, notify a unit supervisor as
soon as possi bl e.

3. |If EHS approval is required, a sick or
i njured enpl oyee may not return to duty
wi t hout approval .

4. CGvilian enployees will also be governed by
current City/Union contracts or Personne
Pol i ci es and Procedures.

B. Duties of a Supervisor Wien an Enpl oyee is
Unabl e to Appear for Duty:

1. Upon receiving a call that an enployee is
sick or injured:

a. Docunent the information provided by the
enpl oyee in Sections A l.a.1l), 2), 3),
and 4) on an Application for Leave of
Absence (Form 25S) or a Supervisory
I nvestigation of Enployee Injury (Form
91SP) as appropri ate.

1) In the "Reason" section of the Form
25S, explain in reasonabl e det ai
why the person is off sick or
i njured.

2) On the Form 25S, indicate your
recommendation to the
di strict/section/unit commuander to
approve or di sapprove use of SWP or
| WP,
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a) Recommend the approval of SWP
when t he enpl oyee has properly
reported and justified the
request.

3) Forward the forn(s) daily through
the proper chain of command to the
di strict/section comander.

b. Mrk the unit blotter, when appropriate,
to record the enpl oyee called off sick
or injured.

c. Ensure the notification of the Personnel
Section when an enployee is admtted to
a hospital as result of an on or off
duty injury or illness.

1) If after normal business hours or on
weekends, the information can be
left in the Personnel Section Voice
Mai | box System

2. \Wien an enployee calls in sick and a
supervi sor has reason to believe the
enpl oyee is inproperly using sick tine, or
if a physician's or dentist's verification
i s necessary per AFSCME contract, the
supervi sor wll:

a. Direct the enployee to produce a
physician's or dentist's statenent
within three working days justifying the
absence.

1) Enployees failing to bring in a
physician's or dentist's statenent
may be subject to disciplinary
action.

a) Carry the enployee in a Leave
Wt hout Pay (LWOP) status.

b. Prepare a Form 25S.
1) In the "Special instructions to
enpl oyee" section, check the

“"Medi cal certificate requested”
bl ock.
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In the "Report and recommendati on”
section, enter the reason for
requi ring the physician's or
dentist's statenent.

Route the formthrough the proper
chain of command to the
district/section commander.

3. Wen an off-duty enployee calls off with an
on-duty injury or a recurrence of an on-duty

injury:

a. Prepare a Form 91SP

1)

I ncl ude the date of the origina
injury and date of recurrence (if
applicable), a brief description of
the original injury, and a thorough
description of the current problens.
a) Mark "recurrence" at the top of
the Form 91SP, if applicable.

b. Carry sworn enployees as IWP in the Tine
Book unless notified | W benefits were
deni ed by EHS.

c. Carry Division 1 enpl oyees SWP per
contract and Personnel

Uni on
Pol i ci es and

Procedures for the first 40 hours of

their disability period,

day

hospitalized for one day or

excl udi ng the
unl ess they are
nore as a

of the injury,

result of the on-the-job injury.

1)

2)
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Al'l non-sworn enpl oyees will not be

carried WP until a final decision

is made by EHS Physici an, except as

outlined in B.3.c.

a) In those cases, the enployee
must identify the type of |eave
to be initially used, i.e.,
Vacati on, Conp, SWP.

If IWP is approved by the Risk
Managenent O fice, the payrol
reports and Tinme Book wll be
adjusted to reflect prior bal ances.
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d. Drect the enployee to contact EHS as
soon as possi ble but no later than the
end of the next EHS business day.

1) Note this directive on the Form
91SP.

e. Route the Form 91SP t hrough the proper
chain of command to the district/section
conmmander .

C. Duties of a District/Section Commander Wen an
Enpl oyee is Unable to Appear for Duty Due to
Il ness or Injury:

1. Upon receipt of a Form 25S for SWP benefits:

a. Review and sign indicating approval or
di sapproval of the use of SWP benefits.

b. Forward the original daily to the
Personnel Section via the appropriate
chai n of command.

c. Mintain a copy in the
district/section/unit tickler file.

1) Wen an enployee returns to duty,
note the date of return on the unit
copy. Send a copy to Personne
Section and transfer the unit copy
to the enpl oyee's unit Medica
Jacket .

2. Upon receipt of a Form 91SP for |WP
benefits:

a. Review and sign.

b. Notify Personnel Section as soon as
possi ble of the illness/injury and date
in cases of:

1) On-duty injury or a recurrence of an
on-duty injury.

2) A hospitalized enpl oyee.
3) Exposure to an infectious disease.
c. Mke a blotter entry, when appropriate

i ndi cati ng Personnel Section was
notifi ed.
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d. Route the Form 91SP t hrough the proper
chain of command to Personnel Section.

I nform the bureau commander of cases
i nvol ving serious injury/illness or extended
illness.

D. Sickness Wiile On Duty:

1. An enployee becomng ill on duty will report
the illness to the unit supervisor. The
supervisor wll assist or nake arrangenents

to transport the enployee hone, to EHS, to a
private physician, or a hospital, as

condi tions determ ne. The supervisor wl|
prepare a Form 25S as outlined in Section

B. 1. a.

2. Enpl oyees becomng ill while on duty are
carried on the Payroll Attendance Report
(PAR) and Tinme Book as sick that portion of
the day they are absent fromtheir regular
tour of duty. Record the off-duty sick tine
in quarter hour increnents.

E. Personnel Injured On Duty:

1. Personnel injured on duty will be provided
with an enpl oyee injury packet, which wll
be conpleted at the initial care facility.

a. A packet is not required when treatnment
is received fromthe Enployee Health
Servi ce.

2. Investigating supervisors will reviewthe
City Primary Care Physician nedi cal
eval uations prior to granting an enpl oyee
I WP status for the remainder of the tour.

3. Wien a Departnent enployee is injured on
duty, a unit supervisor will prepare an
ori ginal and one copy of the Form 91SP for
t he enpl oyee's Medi cal Jacket.

a. Fax a copy of the Form 91SP to the
City's current insurance provider and to
the Ri sk Managenent O fi ce.

b. Forward the original Form 91SP through

the proper chain of command to the
di strict/section/unit comuander.
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c. Advise the enployee to contact EHS as
soon as possi bl e.

1) An enployee unable to respond to EHS
at the tinme of injury nust notify
EHS on the next EHS busi ness day.

2) If an enployee is unable to respond
or contact EHS due to the
seriousness of the injury, Personne
Section will notify EHS of the
enpl oyee's injury and status.

d. Carry sworn enpl oyees as WP for the
disability period subject to fina
recomendati on and approval by EHS.

1) The day of the injury is considered
a working day. Do not charge to
| WP.

e. Carry Division 1 enpl oyees SW per Union
contract and Personnel Policies and
Procedures for the first 40 hours of
their disability period, excluding the
day of injury, unless they are
hospitalized for one day or nore.

1) The day of the injury is considered
a working day. Do not charge to SWP
or |Wp.

f. Carry other full-time nonsworn enpl oyees
as mandat ed by Personnel Policies and
Procedures.

g. Conplete a Form 91SP even if the
enpl oyee refuses treatnent for a non-
vi sible injury.

F. On-duty exposure to life threatening infectious
di seases:

1. Life threatening infectious diseases are
generally considered to be viral hepatitis
(HAV, HBV, HCV) and hunman i mmunodefi ci ency
virus (H'V) which are bl oodborne, and
tubercul osis (TB), which is airborne.

a. Assune all contanm nants are infectious.
If the source is not clearly known not
to be infected, then treat it as
i nf ect ed.
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b. [If an enployee has contact with a known
source of an infectious disease as
l[isted in Section F.1. but not an
exposure as listed in Definitions
Section the enpl oyee's supervisor should
make a "Passive Exposure" Form 91SP.

1) The enpl oyee receives a copy of the
Form 91SP

2) Personnel Section files original in
t he enpl oyee' s Medi cal Jacket.

3) A "Passive Exposure" Form 91SP wi ||
not generate a workers' conpensation
nunber .

2. Treatnment
a. Al exposures

1) Imediately wash the affected area
thoroughly with the antiseptic ge
provi ded by the Departnent and/or
soap with hot water.

2) Rinse eyes, nouth, and the interior
of the nose thoroughly with plenty
of warm water. Expel the water.

b. Passive Exposure Treatnent:

1) Do not go to a hospital or other
nmedi cal care facility for testing or
treatnment solely for a suspected
exposure.

a) Medical costs of testing for
i nfectious di seases are not
covered by workers'
conpensation. EHS will provide
all necessary testing and
associ ated treatnent w thout
cost. Should you choose to seek
private testing you will be
personal |y responsi ble for the
associ ated costs.

c. Active Exposure Treatnent:
1) If an active exposure or an expected
active exposure exists, respond to
Uni versity Hospital for testing and
treat nent.
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a) Followup treatnent will be
handl ed by EHS.

3. Enpl oyee responsibilities:

a. Report the incident to a supervisor
i mredi ately.

b. Indicate on the Arrest and |Investigation
Report (Form 527) "Arresting enpl oyees
exposed to bl ood/body fluids - court
ordered test required.”

c. Call EHS during regular business hours.
Speak with a nurse or a doctor, not just
the receptionist. |If EHS is closed,
contact them as soon as the office opens
for regular office hours.

Hol i days/ weekends wi |l not adversely
affect treatment. EHS will make a
determination if there is a possible
exposure and if an office visit is
needed.

4. Supervisor responsibilities:

a. Request the subject subnit to a test for
i nfectious diseases if a suspected
exposure occurs. This should be done at
Uni versity Hospital. Get a signed
nmedi cal release fromthe subject so the
hospital will release the test results
to EHS or the Police Departnent.

1) Notify EHS of a refusal.

2) If for any reason a test is not
performed on the subject at the
hospi t al

a) Notify a Hamilton County Justice
Center (HCIC) intake supervisor
of the exposure and the need for
a court ordered bl ood test.

1] HCQIC personnel, once
notified of the exposure,
wi |l obtain the necessary
court order on behalf of the
Pol i ce Departnent. The
arrested will be held until
the necessary test can be
adm ni st er ed.
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a] HGAC w Il notify EHS of
the test results, who
Wll in turn notify the
nmenber .

b. Conplete the Form 91SP.

1) Forward the original through the
chain of command.

2) Fax a copy to the Personnel Section.
Personnel Section will inmmediately
forward a copy to EHS

a) Attach a copy of the nedica
release if the subject was
tested and signed the rel ease.

c. The unit supervisor will contact EHS by
phone to be sure the affected enpl oyee
has notified EHS of the possible
exposure and is following the directives
of EHS. Notify EHS if the subject was
tested for infectious diseases, where,
when, and whether there is a nedical

rel ease
5. Personnel Section responsibilities:
a. Wen notified by EHS of known exposures

i nvol vi ng deceased i ndi vi dual s,

Personnel Section will notify the

af fected enpl oyee's district/section

commander. Enpl oyees will follow the

protocol as outlined above.

1) Personnel Section will be avail abl e
to answer questions related to
exposures and nmaintain liaison with
EHS.

G Notification in Cases of Serious Illness or
I njury:
1. Each unit will maintain and keep updated a

Rev. 1/ 02,

file of Personnel |ndex Cards (Form 438).

a. The reverse side of the Form 438 w ||
contain the follow ng infornmation:

1) Nanes, addresses, and phone nunbers
of individuals to be notified in
case of an energency.
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2) Aclergy nenber if desired.
3) Any special instructions.

b. Changes to the Form 438 are the
responsibility of the enpl oyee.

The enpl oyee, if conscious, should nmake the
deci si on whet her any personal notifies are
to be made.

a. |f possible, the enpl oyee wll
personal |y make the call

If the enployee is unconscious or unable, a
unit supervisor will contact the person(s)
t he enpl oyee desi gnated on the Form 438.

a. In-person notification will be made.
b. 1In cases of need, transportation of the
notified person(s) will be provided.

c. Consider using a nmenber of the Police
Clergy Crisis Team or a Peer Support
menber to assist with the notification.

d. Notify Police Conmunications Section
(PCS) by tel ephone of the foll ow ng:

1) Nature and extent of the injury or
illness.

2) Location or destination of the
injured or ill enployee.

3) \Wether the person(s) the enpl oyee
designated to be notified in an
enmergency was actually notified.

e. PCS will make the appropriate
notifications per the Situationa
Occurrences Notification List.

Speci al Leaves:

1

The Personnel Section Director has
Departnment authority to approve the
foll owi ng special |leaves in conpliance with
City/ Department policy and procedure and/ or
current Union contract stipulations:

a. Sick pay famly (SPF).
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b. Sick pay death (SAD)

c. Sick pay maternity (SPM.
d. Mlitary training (M).
e. Leave without pay (LWP).

1) The Departnent wll followthe
current Gty guidelines as outlined
in the Personnel Policies and
Procedures, Departnent procedures,
and/ or current Union contract
sti pul ati ons.

2. Enpl oyees requesting special |eave wll
conplete two copies of Form 25S as soon as
the need for the | eave becones known.

a. The original is routed daily through the
appropriate chain of command to
Per sonnel Secti on.

b. The enployee's unit of assignnent
retains a copy in the enployee's Mdical
Jacket .

c. The Tinme Book and PAR will reflect the
ti me granted.

I. Responsibilities of Personnel Section:
1. Serve as the Departnent |iaison with EHS

2. Maintain an al phabetical file of Forns 25S
pertaining to sick |leave on an annual basis.

3. Mintain a list of personnel confined to a
hospi t al

a. Notify the Police Chief's Ofice and the
FOP of those enployees admitted to a
hospi t al
4. Advise EHS of:
a. Hospitalized enpl oyees.

b. Enpl oyees exposed to an infectious
di sease.

c. Oher serious or unusual cases of sick
or injured enpl oyees.
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5. Send a copy of all injury reports to EHS.

6. Send a copy of the sick/injured | eave report
to EHS weekly. This report contains
i nformati on concerning personnel currently
carried as IWP, |ight duty, and on extended
sick | eave.

7. Under special circunstances and when advi sed
by EHS, communicate the duty status of an
enpl oyee to the enpl oyee's unit of
assi gnnent. Under nornmal circunstances, EHS
notifies the enployee's unit of assignnment
of duty status and gives the enployee a copy
of the Form 96 to give to the enpl oyee's
supervi sor.

8. Receive copies of Forns 25S for speci al
| eaves.

9. Receive and process copies of the Form 91SP
for personnel injured on duty.

a. Place copies of the Form91SP in the
enpl oyee' s Medi cal Jacket.

b. Conplete an Injured with Pay
Reconmendati on (Form 74S) on al
approved | WP | eaves.

J. Tracking Personnel on Extended Sick/|IWP Leave,
or on Extended Light Duty:

1. The district/section commander, who has an
enpl oyee in an off-duty sick status for
seven or nore consecutive days (counting off
days), or in an extended IWP or |ight duty
status will call or fax Personnel Section on
Fri day between 0800 and 1200 hours and
provi de the enpl oyee's nane and the nature
of the illness or injury.

2. Personnel Section will provide the Police
Chief with a list of Departnent enpl oyees on
ext ended sick/I WP | eave, or on extended
[ ight duty. Personnel Section will update
the list weekly for the Chief's staff
nmeeti ng each Monday nor ni ng.
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3. Personnel Section will maintain |liaison with
EHS to ensure EHS is aware of enpl oyees who
are on extended sick/I WP | eave, or on
extended light duty in the event further
medi cal evaluation is in order.
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